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Important The required fields referenced in this chapter refer to system-required fields.  

These fields are required in order for the form to be saved in approved status. 

 

The information that is required due to policy may be different from those 

that are system required. 
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Person Administration Requirements 

  
Introduction According to each form, certain fields are required within the Person 

Administration. 

  
Required Fields  Personal Details Page: 

 

Customer Legal Name (First and Last Names) 

Person Role of Caregiver 

  
Person Role If the person does not have a role of Caregiver, a notice will be displayed 

when the form is opened. 

 

 
 

 
At this point and access Person Administration and add the role of Caregiver.  

The form will need to be created again once this is done. 

  
Saving Form Each navigational tab (page) must be saved before advancing to the next 

tab. 
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Caregiver Info Primary Navigation Tab 

  
Requirement Add or update all customer and associate information before you begin. 

  
 

 

  
Required Fields Interviewer 

 

Assessment Date 

 

Caregiver Relationship 

 Continued on next page 
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Caregiver Info Primary Navigation Tab, Continued 

  
Requested / 

Desired 

Information 

All Person Administration Fields as show in the Caregiver Information 

display. 

 

 Date of Birth 

 Gender 

 Social Security Number 

 Complete Address 

 Home Phone 

 Ethnicity 

 Race 

 

Age Grouping 
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Caregiver Information Region 

 
Introduction The Caregiver Information Region will display the requested caregiver 

information that has been entered into Person Administration.  If any of the 

requested information is omitted, a statement of Missing “FieldName” will 

be displayed in red. 

 

In order to complete the information, return to Person Administration via the 

blue Menu bar. 
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Searching for a Care Recipient (Associate) 

  
Introduction There is a link supplied to search and add an associate while in the form. 

  
How To Follow the steps in the table below to search for an Care Recipient. 

 

Step Action Results 

1.  Complete the information on 

the Caregiver Info navigation 

tab the click on the Save 

button. 

The form will save as work in 

progress and the Recipient Search 

section will display. 

 

 
 

2.  In the search area, enter in the 

name of the Care Recipient. 

Use the same search requirements as 

in person search. 

3.  Click on the Search button. A search will be performed. 

  

  If Then  

  Person is not found The person is new to the KAMIS 

System and will need to be added. 

Refer to page XX for instructions. 

 

   

 
 

 

  

Continued on next page 
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Searching for a Care Recipient (Associate), Continued 

  
How To (continued) 

 

Step Action Results 

  

  If Then  

  Person is found Table will be displayed with the 

person information for comparison.  

Refer to the next section for 

instructions. 
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Associating an Existing Care Recipient to the Assessment 

  
Introduction If the search does produce results, the person needs to be associated to the 

assessment. 

  
How To Follow the steps in the table below to add an existing Care Recipient to the 

assessment. 

 

Step Action Results 

1.  Complete the Search for the 

Care Recipient. 

The search results table will be 

displayed. 

 

 
 

2.  Click on the Add icon located 

at the beginning of the row of 

the appropriate person. 

Care Recipient Administration page 

will be displayed for verification. 

 

 
 

Continued on next page 
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Associating an Existing Care Recipient to the Assessment, 
Continued 

  
How To (continued) 

 

Step Action Results 

3.  Information can be verified, 

changed or added at this time. 

If information is changed or added, 

upon save the information will be 

checked by the system for duplicate 

records that may already exist in 

KAMIS.  If they do exist a message 

will be displayed.  See the existing 

records section on page XX. 

4.  Click on Save Information is changed and the page 

is returned to the assessment page. 

5.  Care Recipient information is 

displayed. 

 

 

 
 

6.  Click on Save button. All information is completed and 

saved.   

 

Click on the Recipient Functional 

Assessment navigational tab is 

appropriate. 
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Care Recipient not found – Adding a New Person 

  
Introduction If the search does not produce results, a new person record will need to be 

added for the Care Recipient. 

  
How To Follow the steps in the table below to add a Care Recipient that is not 

currently found in KAMIS to the assessment. 

 

Step Action Results 

1.  Complete the Search for the 

Care Recipient. 

The search results table will be 

displayed stating “no data found”. 

 
 

2.  Click on the Add New 

Recipient link. 

Care Recipient Administration – 

Adding New Person page will be 

displayed. 

 

 
 

Continued on next page 
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Care Recipient not found – Adding a New Person, Continued 

  
How To (continued) 

 

Step Action Results 

3.  Enter the person information 

as required. 

 

4.  Click on Create New Client 

Entry 

Person is added to the KAMIS System 

with a role of Care Recipient. 

 

The Address Information region is 

displayed. 

 

Upon save the information will be 

checked by the system for duplicate 

records that may already exist in 

KAMIS.  If they do exist a message 

will be displayed.  See the existing 

records section on page XX. 

 

 
 

Continued on next page 



 

Created 09/26/2007 31-11  

Care Recipient not found – Adding a New Person, Continued 

  
How To (continued) 

 

Step Action Results 

5.  Click on the Add New 

Address button 

Address fields are displayed for data 

entry. 

 

Address is required. 

 

 
 

Continued on next page 
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Care Recipient not found – Adding a New Person, Continued 

  
How To (continued) 

 

Step Action Results 

6.  Enter the Address 

Information.  Click on the 

Save button. 

Window will return to the Care 

Recipient Administration page.  All 

information will be displayed. 

 

 
 

Continued on next page 
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Care Recipient not found – Adding a New Person, Continued 

  
How To (continued) 

 

Step Action Results 

7.  Click on Save button. Associates the Care Recipient with 

the assessment. 

 
 

8.  Click on Save button. All information is completed and 

saved.   

 

Click on the Recipient Functional 

Assessment navigational tab is 

appropriate. 
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Possible Duplicate Record Found 

  
Introduction Since no one person should be entered more than once into the system, there 

is an edit check done upon the save of a new person or when the Social 

Security Number or Date of Birth is changed or added to an existing person. 

  
How To Follow the steps in the table below to review the possible duplicate record. 

 

Step Action Results 

1.  When the Create New Client 

Entry or Save button is 

clicked a check is done for 

possible duplicate person 

records within KAMIS. 

The check compares the following for 

a new person in order: 

 

 Person Last Name 

 Person First Name 

 Social Security Number 

 Date of Birth 

 

The check compares the following for 

changes to an existing person in order: 

 

 Social Security Number 

 Date of Birth 

 

If a duplicate is found the following 

occurs: 

  

  A Duplicate Name Results 

message is displayed. 

See below  

   

 
 

 

  A Display Duplicates 

button is displayed. 

 

 
 

 

  

Continued on next page 
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Possible Duplicate Record Found, Continued 

  
How To (continued) 

 

Step Action Results 

  

  An Override Duplicate 

Entry check box is 

displayed under the Create 

New Client Entry or Save 

button. 

 

 
 

The check box is not active until 

the Display Duplicate button is 

accessed. 

 

  

2.  Click on the Display 

Duplicates button. 

A table listing all possible duplicate 

records will be displayed. 

 

 
 

3.  Compare the information to 

determine if the new entry or 

change and the person(s) 

listed are or are not the same 

person.  

Follow the steps below: 

Continued on next page 
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Possible Duplicate Record Found, Continued 

  
How To (continued) 

 

Step Action Results 

  

  Determination Action  

  Not sure Open a new KAMIS window (use 

the “new window” link in the 

header area) and search for the 

displayed person and compare the 

additional information in Person 

Administration (Address, etc.) to 

determine if this is a duplicate 

record. 

 

  Is the same person Click on the Cancel button at the 

bottom of the window.  Person 

Administration will close without 

creating the new/duplicate person 

or changing any information on 

the existing person. 

 

  Is not the same person Click on the Override Duplicate 

Entry check box.  Will display as 

checked. 

 

  

4.  Click on the Create New 

Client Entry or Save button. 

Person is created or the information 

on the existing person is saved. 
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Recipient Functional Assessment Primary Navigation Tab 

  
Recipient 

Functional 

Assessment 

 

 
 

  
Required Fields No fields displayed on this Page are required.  

 

Select the check boxes that apply. 

 
Upon Save Once the Save button is selected, the page will automatically forward to the 

Caregiver Info Primary Navigation Tab so that the form status can be changed 

from Work in Progress to Approved. 

 

Upon approval of the form, all fields will become disabled and the Plan of 

Care link will display.  

 Continued on next page 
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Recipient Functional Assessment Primary Navigation Tab, 
Continued 

  
Plan of Care  

 
 

Refer to the Plan of Care Chapter 19 for specific instructions. 
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Caregiver Reporting – Access Assistance & Information 

  
Introduction Twice a year, in April and in October, information needs to be entered for the 

Access Assistance and Information services that were offered during those 

timeframes.  A separate form has been created for reporting those totals. 

 
How To Follow the steps in the table below to enter information regarding the 

Information and Access Assistance Reporting. 

 

Step Action Results 

1.  On the KAMIS II Home 

Page, under the 

Administration Region, click 

on the Caregiver Reporting 

button. 

Report page will display. 

 

 
 

Continued on next page 
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Caregiver Reporting – Access Assistance & Information, 
Continued 

  
How To (continued) 

 

Step Action Results 

2.  Click on the Create New 

Report button. 

Title III-E Activity Report Entry 

window will be displayed. 

 

 
 

Continued on next page 
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Caregiver Reporting – Access Assistance & Information, 
Continued 

  
How To (continued) 

 

Step Action Results 

3.  Select the Report Period 

timeframe that is being 

reported. 

Enter the total amounts as appropriate. 

 

 
 

Continued on next page 
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Caregiver Reporting – Access Assistance & Information, 
Continued 

  
How To (continued) 

 

Step Action Results 

4.  Click on the Create button. Window will return to the listing.  The 

Report may be edited by clicking on 

the pencil icon under the edit column 

until the manual report is ran by 

KDOA. 

 

 
 

  


